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Purchasing Queries 

Purchase Orders  

 

VTPO017 – Item Categories by Buyer 

Purpose Lists all item categories and corresponding accounting information assigned to a 
buyer 

Prompts Set ID, primary buyer 

Columns Buyer, code, category, lead time days, account and account description 

 

VTPOINFO – VT Cust Report of PO Spending 

Purpose Lists all purchase orders and association contracts and transactions dates for a 
department within a specified range of amounts 

Prompts Business unit (use % for all), account (use % for all), fund (use % for all), PO start 
date, PO end date, start monetary range amount, end monetary range amount 

Columns PO ID, business unit, department name, PO date, item, item description, contract 
number, PO quantity, amount, account description and code, fund and fund name, 
vendor name and state 

 

VTPOR003 – Recycled Items Purchased 

Purpose Lists PO, quantity and price for a specific item purchased for a given business unit, 
date range, and recyclable status 

Prompts Business unit, item ID, item recycle flag, PO date range 

Columns Item and description, business unit and department name, PO number, PO date, 
vendor ID and name, PO line, PO quantity, unit of measure, price, recyclable 
status; also repeats the prompted values 

 

VT_CONTRACT_USAGE_REPORT 

Purpose Lists PO information for a contract used by a specified department during a 
specified time range 

Prompts Set ID, contract ID, PO date range, PO business unit 

Columns Contract ID, contract line, line description, PO date, PO unit, PO number, PO line, 
PO quantity, amount; also repeats prompted date range 

 

VT_ENC_PO – Encumbrance to be Liquidated 

Purpose Lists PO’s that are not fully liquidated and not in a complete or cancelled status 

Prompts Business unit, PO date range 

Columns PO unit, PO ID, PO status, voucher ID; also repeats prompted date range 

 

VT_MASTER_CONTRACT_VCHR_PO – Contract Activity by Vendor 

Purpose Lists all contract vouchers and PO’s for a vendor along with related contract 
information 

Prompts Vendor set ID, vendor ID, range of payment dates 

Columns GL business unit, origin, contract ID, master contract ID, vendor ID, contract 
description, contract beginning and expiration dates, contract maximum amount, 
maximum line amount, total amount released on contract, voucher ID, voucher line 
number, PO ID, PO distribution line number, voucher line amount, account and 
payment date 
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VT_PO_ACCOUNT_TYPE_NOT_E – PO’s Without Expense Account 

Purpose Lists all PO’s and associated accounting information that has an account other than 
an expense account 

Prompts GL business unit, range of PO dates 

Columns GL business unit, PO business unit, PO ID, account and account name, fund and 
fund name, program, class, project/grant, amount and PO date 

 

VT_PO_BUYER_ACTIVITY – Count & Amt Distrib Line 

Purpose Lists all valid (not cancelled) PO’s for a buyer within a certain PO business unit and 
date range 

Prompts Buyer, PO business unit, PO date range 

Columns Buyer, PO business unit, PO ID, PO date, PO line, PO description, requisition ID, 
requisition line, total distribution lines, PO total 

 

VT_PO_DETAIL_BY_VENDOR – PO Detail by Vendor 

Purpose Lists all valid (not cancelled) PO’s for a vendor and associated contract information 

Prompts Set ID, vendor ID, PO business unit, PO date range 

Columns Vendor ID and name, PO business unit, PO ID, PO date, PO status, PO line 
number, item ID, PO description, category, PO quantity, unit of measure, price per 
unit, total amount, contract ID and contract line number 

 

VT_PO_ITEM_ID_USAGE_REPORT 

Purpose Lists valid (not cancelled) PO, business unit and associated contract ID for a given 
inventory item ID and PO date range. 

Prompts Item ID, PO business unit (use % for all), PO date range 

Columns Item description, PO business unit, PO ID, PO date, vendor ID and name, contract 
ID, PO line number, PO quantity, unit price, PO line amount 

 

VT_PO_MATCH_REQUIRED – PO Match Required Status T 

Purpose Lists PO’s with a match status of “T” and associated voucher. 

Prompts PO business unit, PO date range 

Columns PO business unit, PO ID, PO status, PO date, match action, match status, PO ID, 
PO line number, template, type, PO amount voucher; also repeats prompted date 
range 

 

VT_PO_RECV_REQUIRED – PO Receiving Required but Receipt Status is No 

Purpose Lists PO’s not received with a receiving required status 

Prompts PO business unit, PO date range 

Columns Business unit, PO number, PO status, received status, PO date, PO line number, 
receiving required status; also repeats prompted date range 

 

VT_PO_STATUS_REPORT – Prompts for BU and range of dates 

Purpose Lists the current status of all PO’s within a business unit along with contract 
information. 

Prompts PO business unit (use % for all), PO date range, GL business unit 

Columns GL business unit, PO business unit, PO date, PO number, PO status, budget check 
status, PO line, PO description, line amount, contract number 
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VT_VENDOR_PO_XREF – PO’s for a Vendor 

Purpose Lists all PO’s ever created for a particular vendor along with its current status 

Prompts Vendor ID 

Columns PO business unit, PO number, PO date, vendor set ID, vendor number, PO status 

 

VT_RFQ_RESPONSE – Ranking RFQ Responses 

Purpose Lists vendors that responded to RFQ’s along with associated pricing terms 

Prompts PO business unit, RFQ ID 

Columns PO business unit, RFQ ID, vendor ID, vendor name, vendor location, date and time 
responded, payment terms, item ID, item description, vendor item ID, vendor 
catalog, unit of measure, quantity, unit price, minimum quantity, schedule date, 
days to deliver, comments 

 

VT_PO8001– VT PO Budgetary Activity 

Purpose Provides the output for the VT PO Budgetary Activity report that is initiated by 
running a process in the Purchasing module.  See page 96 of the Purchasing 102 
manual for instructions on running the initial process 
http://finance.vermont.gov/sites/finance/files/pdf/training_manuals/Purchase%20O
rders%20Manual%20102.pdf 

Prompts Process instance 

Columns Process instance, PO business unit, GL business unit, PO status, line number, 
schedule number, distribution line number, dept ID, class, project/grant, fund, 
account, budget date from, budget date to, program, contract ID, vendor, vendor 
name, original PO amount, liquidated amount, vouchered amount, remaining 
amount, PO reference, PO line description, buyer  

 

Requisitions 

 

VT_REQ_ACCOUNT_TYPE_NOT_E – Req’s Without Expense Account 

Purpose Lists all Req’s and associated accounting information that has an account other 
than an expense account 

Prompts GL business unit, range of requisition accounting date 

Columns GL business unit, PO business unit, req. ID, account and description, chartfield 
information, amount, accounting date 

 

VT_REQ_STATUS_REPORT 

Purpose Lists all requisitions for a PO business unit within a stated date range and their 
current statuses 

Prompts PO business unit, range of requisition accounting date 

Columns PO business unit, req. date, req. ID, origin, status, budget status, post status, req. 
line number, req. description, amount 

 

VTPO006 – Quote Groups for a vendor 

Purpose Lists the RFQ groups for the specified vendor 

Prompts Set ID, vendor ID 

Columns Vendor ID and name, location, group ID and description 

http://finance.vermont.gov/sites/finance/files/pdf/training_manuals/Purchase%20Orders%20Manual%20102.pdf
http://finance.vermont.gov/sites/finance/files/pdf/training_manuals/Purchase%20Orders%20Manual%20102.pdf
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VTPO006B – Quote groups listed by vendor 

Purpose This query can be used two ways; 1) to list all vendors with a particular quote 
group, or 2) list all quote groups for a particular vendor.  In either case the address 
description must be the ordering address (it must contain the word “order”). 

Prompts Set ID (type “STATE”), vendor ID (use % for all), quote group ID (use % for all) 

Columns Vendor ID and name, location, quote group ID and description, address, phone, 
contact, email, address description 

 

VT_PO_CP1_REQ_APPROVED – BU Created Requisition with Central Purchasing Origin 

Purpose Lists all approved requisitions and corresponding business unit with a “CP” origin 
and a valid budget check status 

Prompts Range of accounting dates 

Columns PO business unit, req. ID, date, status (always “A”), origin (always “CP”) 

 

VT_PO_CP_REQ_APPROVED - Central Purchasing Approved Requisitions 

Purpose Lists all approved requisitions and corresponding business that does not have a 
“CP” origin but does have a valid budget check status 

Prompts None 

Columns PO business unit, req. ID, date status (always “A”), origin 

 

VT_VENDOR_RFQ – Vendor RFQ Report 

Purpose Lists RFQ information for a range of RFQ opening dates 

Prompts Set ID, vendor ID (use % for all), range of opening dates, business unit (use % for 
all) 

Columns Business unit, vendor ID and name, vendor location, RFQ ID and reference, date 
and time RFQ is opened, date and time RFQ is closed, date and time responded, 
vendor responded (Y or N), quantity, req. line 

 

VT_PO8002– VT Req Budgetary Activity 

Purpose Provides the output for the VT Req Budgetary Activity report that is initiated by 
running a process in the Purchasing module.  See page 81 of the Requisitions 
manual for instructions on running the initial process  

Prompts Process instance 

Columns Process instance, PO business unit, GL business unit, requisition ID, requisition 
status, line number, schedule number, distribution line number, dept ID, class, 
project/grant, fund, account, budget date from, budget date to, program, vendor 
ID, original requisition amount, liquidated amount, PO amount, remaining amount, 
requestor 
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Purchasing Reports 

Expediting Report by Buyer (POY4006) 

Introduction 

Purpose of the Report 

The report provides PO details such as late days and due date sorted by buyer. PO details include due date, 
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor 
Set ID, vendor ID, and buyer. 

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006), 
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008). 

This report is used to determine which POs may require expediting.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > Expediting  

Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. RUN_POY4005) 

 An asterisk * preceding the field name indicates input is required 
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Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date 
in both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 

Vendor Set ID 
type STATE or use the 
lookup to select 

Use STATE for most purchasing reports 

Vendor ID: 
type vendor ID or use the 
lookup to select 

Leave blank to display all vendor IDs for selected 
report parameters 

Specify vendor ID to display data for one vendor 
ID 

Buyer 
type buyer or use the lookup 
to select 

Leave blank to display all buyers for selected 
report parameters 

Specify buyer to display data for one buyer 

 
push the save button to save 
report parameters 

save reports that you want to run on a regular 
basis 

 

 

push the run control button  

 

on the Process Scheduler Request page 

 

Server Name Select “PSNTCR” This is the server for Crystal Reports 

Process List 
Expediting Report by Buyer 
POY4006- 

To select the proper report 

 
Click the “Ok” Button 

This runs the report and returns you to the Report 
Request Parameters Page 

Process Monitor click the Process Monitor link 

 to view the processing status of the report 

 click the refresh button until the Run 
Status is “Success” and the Distribution 
Status is “Posted” 

Details Click the Details link Opens the Process Detail page 

View Log/Trace Click the View Log/Trace link Opens the View Log/Trace page 

POY4006- #####.PDF Click the link for the PDF file This opens the report 

 

Run 

    Save 

Ok 
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Report Request Parameters page 

 

Process Scheduler Request page 
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Process Monitor Page 

 

Process Detail page 
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View Log/Trace page 

 

Example of Report Output 
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Expediting Report by Due Date (POY4008) 

Introduction 

Purpose of the Report 

The report Provides PO details such as late days and due date sorted by due date. PO details include due date, 
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor 
Set ID, vendor ID and buyer. 

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006), 
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008). 

This report is used to determine which POs may require expediting.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > Expediting Report 

Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. RUN_POY4005) 

 An asterisk * preceding the field name indicates input is required 

 

 

 

 

 

 

 

 

 



June 2016 Version 
  Page 12 of 145 

 

 

 

Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date in 
both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 

Vendor Set ID 
type STATE or use the 
lookup to select 

Use STATE for most purchasing reports 

Vendor ID: 
type vendor ID or use the 
lookup to select 

leave blank to display all vendor IDs for selected 
report parameters 

specify vendor ID to display data for one vendor ID 

Buyer 
type buyer or use the 
lookup to select 

leave blank to display all buyers for selected report 
parameters 

specify buyer to display data for one buyer 

 push the save button to  
save report parameters 

save reports that you want to run on a regular basis 

 

  

 

push the run control button  

 

on the Process Scheduler Request page 

Server Name Select “PSNTCR” This is the server for Crystal Reports 

 

  
Click the “Ok” 

This runs the report and returns you to the Report 
Request Parameters page 

Process Monitor click the Process Monitor link 

 view the processing status of the report 

 click the refresh button until the Run 
Status is “Success” and the Distribution 
Status is “Posted” 

Details Click the Details link Opens the Process Detail page 

View Log/Trace Click the View Log/Trace link Opens the View Log/Trace page 

POY4008- #####.PDF Click the link for the PDF file This opens the report 

 

    Save 

Run 

Ok 
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Report Request Parameters page 

 

Process Scheduler Request Page 
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Process Monitor Page 

 

Process Detail Page 
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View Log/Trace Page 

 

Example of Report Output 
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Expediting Report by Vendor (POY4007) 

Introduction 

Purpose of the Report 

The report provides PO details such as late days and due date sorted by vendor. PO details include due date, 
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor 
Set ID, vendor ID and buyer 

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006), 
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008). 

This report is used to determine which POs may require expediting.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > Expediting 

Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. RUN_POY4005) 

 An asterisk * preceding the field name indicates input is required 
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Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date in 
both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 

Vendor Set ID 
Type STATE or use the 
lookup to select 

Use STATE for most purchasing reports 

Vendor ID: 
type vendor ID or use the 
lookup to select 

leave blank to display all vendor IDs for selected 
report parameters 

specify vendor ID to display data for one vendor ID 

Buyer 
type buyer or use the 
lookup to select 

leave blank to display all buyers for selected report 
parameters 

specify buyer to display data for one buyer 

  
Click the save button to  
save report parameters 

 

save reports that you want to run on a regular basis 

 

 
push the run control button on the Process Scheduler Request page 

Server Name Select “PSNTCR” This is the server for Crystal Reports 

Process List 
Expediting Report by 
Vendor POY4007- 

To select the proper report 

 
Click the “Ok” Button 

This runs the report and returns you to the Report 
Request Parameters page 

Process Monitor 
click the Process Monitor 
link 

 view the processing status of the report 

 click the refresh button until the Run Status 
is “Success” and the Distribution Status is 
“Posted” 

Details Click the Details link Opens the Process Detail page 

View Log/Trace 
Click the View Log/Trace 
link 

Opens the View Log/Trace page 

POY4007- #####.PDF 
Click the link for the PDF 
file 

This opens the report 

 

    Save 

Run 

Ok 
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Report Request Parameters page 

 

Process Scheduler Request page 
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Process Monitor Page 

 

Process Detail page 
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View Log/Trace page 

 

Example of Report Output 
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Item Categories by Buyer (VTPO017) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists all of the item categories by primary buyer along with the lead time days and account 

information. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > VT Item Categories by Buyer 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run regularly, user should select a Run Control ID name that can be easily 

identified (e.g. Run_VTPO017_Item_Category_Repo). 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

SetID 
Enter the SetID or use 

the lookup to select. 
A selection in this field is required 

Primary Buyer Enter the User ID 
Click on magnifying glass to 

lookup value; enter % to select all 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

VTPO017-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Open Purchase Order (POROL001) 

 

 
Report Information 

 

Purpose of the Report 

 

Reviews open POs for the budget year-end process.  

 

The information for the PO distribution lines appear in this report if their encumbrances still remain on 

the KK_LIQUIDATION table.  

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Budget Year End Processing > Open Purchase Order 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POROL001) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit 
Enter Business Unit or 

use lookup to select.   

Leave field blank to select all 

Business Units. 

Ledger Group 
Enter Ledger Group or 

use lookup to select. 

Leave field blank to select all 

Ledger Groups. 

Vendor ID 
Enter Vendor ID or use 

lookup to select 

Leave field blank to select all 

Vendor IDs. 

From Date 

Enter From date or use 

pop-up calendar to 

select 
An entry in this field is required. 

As of Date 

Enter As of Date or use 

pop-up calendar to 

select 

Leave field blank to include all 

dates up to the current day. 
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Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Chartfield Selection 
Select the chartfields 

you want included. 

You can also change the order 

each chartfield appears on the 

report. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POROL001-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Order Status by Item (POY4021) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides PO status information sorted by item. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Status Listings 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4020) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or 

select from the pop-up 

calendar.   

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

select from the pop-up 

calendar. 

Business Unit 

Enter the Business Unit 

or use the lookup to 

select. 

Leave field blank to select all 

Business Units. 
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Report Steps                                                                see screenshot below 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Process List Select 
Check “Order Status by 

Item” 
To select the proper report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4021-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Order Status By Vendor (POY4020) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides PO status information sorted by vendor. 

 

Type of Report 
 

Crystal 

 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Status Listings 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4020) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or use 

pop-up calendar to 

select.   

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through date or 

use pop-up calendar to 

select. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Unit. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Process List Select 
Choose “Order Status 

by Vendor” 
To select the proper report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4020-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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PO Detail Listing by Vendor ID (POY4031) 

Introduction 

Purpose of the Report 

The report displays a detail listing of all Purchase Orders (PO) sorted by vendor ID in ascending order. PO 
details include vendor ID, item description, category, price and contract ID. The run control page allows the user 
to specify the agency Business Unit, date range, vendor ID and buyer. 

Three reports can be produced from the same run control page: PO Detail Listing by PO Date (POY4030), PO 
Detail Listing by Vendor ID (POY4031), PO Detail Listing by Buyer (POY4032). 

This report is used to monitor and review PO detail data by vendor.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > Detail Listings  

Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. RUN_POY4030) 

 An asterisk * preceding the field name indicates input is required 

Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date in 
both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 
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 Business Unit 
type agency PO Business 
Unit or use the lookup to 
select 

leave blank to display all Business Units for selected 
report parameters 

specify Business Unit to display data for one 
Business Unit  

Vendor Set ID default is STATE 
field is grayed out after a Business unit is selected.  
If no BU is selected STATE is recommended 

Vendor ID: 
type vendor ID or use the 
lookup to select 

leave blank to display all vendor IDs for selected 
report parameters 

specify vendor ID to display data for one vendor ID 

Buyer 
type buyer or use the 
lookup to select 

leave blank to display all buyers for selected report 
parameters 

specify buyer to display data for one buyer 

  
push the save button to   
save report parameters 

save reports that you want to run on a regular basis 

 

  

 

push the run control button  

 

on the Process Scheduler Request page 

Server Name Select “PSNTCR” This is the server for Crystal Reports 

Process List 
Select “PO Detail Listing By 
Vendor” 

To select the proper report 

 

Click the “Ok” button 
This runs the report and returns you to the Report 
Request Parameters Page 

Process Monitor  
click the Process Monitor 
link  

on the Process List tab 

 view the processing status of the report 

 click the refresh button until the Run Status 
is “Success” and the Distribution Status is 
“Posted” 

Details Click the “Details” link Opens the Process Detail Page 

View Log/Trace 
Click the “View Log/Trace” 
link 

Opens the View Log/Trace Page 

POY4031- #####.PDF 
Click the link for the PDF 
file 

This opens the report 

 

 

    Save 

Run 

Ok 
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Report Request Parameters page 

 

Process Scheduler Request page 
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Process Monitor Page 

 

Process Detail page 
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View Log/Trace page 

 

Example of Report Output 
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PO Detail Listing by Buyer (POY4032) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides detailed PO information sorted by buyer. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Detail Listings 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4030) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or use 

pop-up calendar to 

select.   

 to display one day  - enter 
same date in both fields 

 to display a date range – 
enter beginning and end 
date 

 to display year to date – 

enter 07/01/YYYY and 

current date Through Date 

Enter Through Date or 

use pop-up calendar to 

select. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Units. 

Vendor Set ID 
Enter Vendor Set ID or 

use lookup to select. 

Leave field blank to select all 

Vendor Set ID’s. 

Vendor ID 
Enter Vendor ID or use 

lookup to select. 

Leave field blank to select all 

Vendor ID’s. 

Buyer 
Enter Buyer or use 

lookup to select. 

Leave field blank to select all 

Buyers. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Select 

Check the box for “PO 

Detail Listing by 

Buyer” – POY4032- 

 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

 

Format Choose desired value 
PDF is recommended.   

 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

 

 

 

Ok 

Run 
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Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4032-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run Control ID Page 
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Report Request Parameters Page 

 

 

 

 

 

 

Process Scheduler Request Page 
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Process Monitor Page 

 

 

 

 

Process Detail Page 
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View Log/Trace Page 

 

 

 

Example of Report Output 
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PO Detail Listing By PO Date (POY4030) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides detailed PO information sorted by PO date. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Detail Listings 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4030) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or 

select from pop-up 

calendar. 

 to display one day  - enter 
same date in both fields 

 to display a date range – 
enter beginning and end 
date 

 to display year to date – 

enter 07/01/YYYY and 

current date Through Date 

Enter Through Date or 

select from pop-up 

calendar. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Units. 

Vendor Set ID 
Enter Vendor Set ID or 

use lookup to select. 

“STATE” is recommended and 

defaults in once a Business Unit is 

selected. 

Vendor ID 
Enter Vendor ID or use 

lookup to select. 

Leave field blank to select all 

Vendor ID’s. 
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Report Steps                                                                see screenshot below 

Buyer 
Enter Buyer or use 

lookup to select. 

Leave field blank to select all 

Buyers. 

In This Field/Link Action Notes 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Process List Select 
Select “PO Detail 

Listing By PO Date” 
To select the proper report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

 

 

 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4030-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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PO Listing by Buyer (POY4012) 

 

Introduction 

Purpose of the Report 

The report displays a listing of Purchase Orders (PO) sorted by buyer in alphabetical order. PO data displayed 
on the report includes PO ID, contract ID, buyer ID, vendor ID/name and PO status. The run control page allows 
the user to specify agency PO Business Unit, date range, vendor Set ID, vendor ID, buyer and PO status. 

Four Reports can be produced from the same run control page: PO Listing by PO Date (POY4010), PO Listing 
by Vendor ID (POY4011), PO Listing by Buyer (POY4012), and PO Listing by PO Status (POY4013). 

This report is used to monitor and review PO data by buyer.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > Listings  
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Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. RUN_POY4010) 

 An asterisk * preceding the field name indicates input is required 

Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date in 
both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 

Business Unit 
type agency PO Business 
Unit or use the lookup to 
select 

leave blank to display all business units for selected 
report parameters 

specify vendor ID to display data for one business 
unit 

Vendor Set ID Core default is STATE use STATE for most purchasing reports 

Vendor ID: 
type vendor ID or use the 
lookup to select 

leave blank to display all vendor IDs for selected 
report parameters 

specify vendor ID to display data for one vendor ID 

Buyer 
type buyer or use the 
lookup to select 

leave blank to display all buyers for selected report 
parameters 

specify buyer to display data for one buyer 

PO Status: 
type status or use the 
dropdown menu to select 

leave blank to display all status types for the 
selected report parameters 

specify status to display data for one status type 

 
push the save button to   
save report parameters 

save reports that you want to run on a regular basis 

 
push the run control button on the Process Scheduler Request page 

Server Name Select “PSNTCR” This is the server for Crystal Reports 

 

 

 

 

    Save 

Run 
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Report Request Parameters (continued)                                    see screenshot below  

In This Field Enter Notes 

 Process List PO Listing By Buyer To select the proper report 

 

  
Click the “Ok” button  

This runs the report and returns you to the Report 
Request Parameters Page 

 

    Process Monitor  

 

click the Process Monitor link  

 

 

 view the processing status of the report 

 click the refresh button until the Run 
Status is “Success” and the Distribution 
Status is “Posted” 

Details Click the Details link Opens the Process Detail page 

View Log/Trace Click the View Log/Trace link Opens the View Log/Trace page 

POY4012- #####.PDF Click the link for the PDF file This opens the report 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ok 



June 2016 Version 
  Page 65 of 145 

 

 

 

Report Request Parameters Page   

 

Process Scheduler Request Page 
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Process Monitor Page 

 

Process Detail page 
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View Log/Trace page 

 

Example of Report Output 
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PO Listing by PO Date (POY4010) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides PO information sorted by PO date. 

 

Type of Report 
 

Crystal 

 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Listings 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4010) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit 
Enter Business Unit or 

use lookup to select.   

Leave field blank to select all 

Business Units. 

From Date 

Enter desired From 

Date or select date 

from the pop-up 

calendar. 

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter desired Through 

Date or select date 

from the pop-up 

calendar. 

Vendor SetID 
Enter Vendor Set ID or 

use lookup to select. 

Leave field blank to select all 

Vendor SetID’s. 

Vendor ID 
Enter Vendor ID or use 

lookup to select. 

Leave field blank to select all 

Vendor ID’s. 

Buyer 
Enter Buyer or use 

lookup to select. 

Leave field blank to select all 

Buyers. 

PO Status Select PO Status 
Leave field blank to select all PO 

Statuses.  

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Process List Select 
Select “PO Listing by 

PO Date” 
To select the right report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.  

Run 
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Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4010-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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PO Listing by PO Status (POY4013) 

Introduction 

Purpose of the Report 

The report displays a listing of Purchase Orders (PO) sorted by PO status. PO data displayed on the report 
includes PO ID, contract ID, buyer ID, vendor ID/name and PO status. The run control page allows the user to 
specify agency PO Business Unit, date range, vendor Set ID, vendor ID, buyer and PO status. 

Four Reports can be produced from the same run control page: PO Listing by PO Date (POY4010), PO Listing 
by Vendor ID (POY4011), PO Listing by Buyer (POY4012), PO Listing by PO Status (POY4013). 

This report is used to monitor and review PO data by PO status.  

Type of Report 

Crystal 

Navigation Path to the Report 

Purchasing > Purchase Orders > Reports > PO Listings  

Report Request Parameters 

General Notes: 

 Select an existing Run Control ID or enter a new one 

 For reports that are run on a regular basis, user should select a Run Control ID naming convention that can 
be easily identified (e.g. Run_POY_4010) 

 An asterisk * preceding the field name indicates input is required 
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Report Request Parameters                                                            see screenshots below  

In This Field Enter Notes 

From Date: type date or use the lookup 
to select 

 

 to display one day  - enter same date in 
both fields 

 to display a date range – enter 
beginning and end date 

 to display year to date – enter 
07/01/YYYY and current date 

 

Through Date: type date or use the lookup 
to select 

Business Unit 
type agency PO Business 
Unit or use the lookup to 
select 

leave blank to display all business units for selected 
report parameters 

specify business unit to display data for one 
business unit  

Vendor Set ID default is STATE use STATE for most purchasing reports 

Vendor ID: 
type vendor ID or use the 
lookup to select 

leave blank to display all vendor IDs for selected 
report parameters 

specify vendor ID to display data for one vendor ID 

Buyer 
type buyer or use the 
lookup to select 

leave blank to display all buyers for selected report 
parameters 

specify buyer to display data for one buyer 

PO Status: 
type status or use the 
dropdown menu to select 

leave blank to display all status types for the 
selected report parameters 

specify status to display data for one status type 

  
push the save button to   
save report parameters 

save reports that you want to run on a regular basis 

 

  

push the run control button  on the Process Scheduler Request page 

 

 

 

 

 

 

 

    Save 

Run 



June 2016 Version 
  Page 78 of 145 

 

 

 

 

 

 

 

 

 

Report Request Parameters (continued)                                    see screenshot below  

In This Field Enter Notes 

 Server Name Select “PSNTCR” This is the server for Crystal reports 

 Process List Select” PO Listing by Status”  To select the proper report 

 
Click the “Ok” button 

This runs the report and returns you to the Report 
Request Parameters Page 

 

    Process Monitor 

 

click the Process Monitor link  

 

on the Process List tab 

 view the processing status of the report 

 click the refresh button until the Run 
Status is “Success” and the Distribution 
Status is “Posted” 

Details Click the Details Link Opens the Process Detail page 

View Log/Trace Click the View Log/Trace link Opens the View Log/Trace page  

POY4013- #####.PDF Click the link for the PDF file This opens the report 

 

 

 

 

 

 

 

 

Ok 
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Report Request Parameters Page 

 

Process Scheduler Request page 
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Process Monitor Page 

 

Process Detail page 
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View Log/Trace page 

 

Example of Report Output 
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PO Listing by Vendor (POY4011) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides PO information sorted by vendor. 

 

Type of Report 
 

Crystal 

 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Listings 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4010) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit 
Enter Business Unit or 

use lookup to select.   

Leave field blank to select all 

Business Units. 

From Date 

Enter From Date or use 

pop-up calendar to 

select. 

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

use pop-up calendar to 

select. 

Vendor Set ID 
Enter Vendor SetID or 

use lookup to select. 
“STATE” is recommended 

Vendor ID 
Enter Vendor ID or use 

lookup to select. 

Leave field blank to select all 

Vendor ID’s. 

Buyer 
Enter Buyer or use 

lookup to select. 

Leave field blank to select all 

Buyers. 

PO Status 
Select desired PO 

Status. 

Leave field blank to select all PO 

Statuses. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Process List Select PO Listing by Vendor To select the right report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Run 
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Report Steps                                                                see screenshot below 

Format Choose desired value PDF is recommended.   

In This Field/Link Action Notes 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4011-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run Control ID Page 
 

 
 

  

Ok 
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Report Request Parameters Page 

 

 

 

 

 

 

Process Scheduler Request Page 
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Process Monitor Page 

 

 

 

 

Process Detail Page 
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View Log/Trace Page 

 

 

 

Example of Report Output 
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PO to Requisition XREF (POY4100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides detailed PO information sorted by buyer. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Requisition/PO Xref 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY4100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or use 

pop-up calendar to 

select.   

 to display one day  - enter 
same date in both fields 

 to display a date range – 
enter beginning and end 
date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

use pop-up calendar to 

select. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Units. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY4100-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 

 

 



June 2016 Version 
  Page 92 of 145 

 

 

 

 

 

 

Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Procurement Budgetary Activity (POS8001) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides budgetary amount information for and purchase orders (POs) according to report 

request parameters. 

 

Type of Report 
 

SQR 

 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Req and PO Budgetary Activity 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POS8000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

*Business Unit 
Enter Business Unit or 

use lookup to select. 
An entry in this field is required.  

*Budget Date From 

Enter desired Budget 

Date From or use pop-

up calendar to select. 

An entry in these fields is 

required.  

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

*Budget Date To 

Enter desired Budget 

Date To or use pop-up 

calendar to select. 

Remaining Amount (Box 

1) 

Choose appropriate 

expression 
 

Remaining Amount (Box 

2) 

Enter the desired 

Remaining Amount 
 

Business Unit GL 
Enter Business Unit GL 

or use lookup to select. 

Leave Field blank to select all 

Business Unit GL’s. 

*Chartfield 
Enter Chartfield or use 

lookup to select. 

An entry in this field is required. 
To select more than one Chartfield 

click the + button at the end of the 

line. 

From Chartfield Value 

Enter From Chartfield 

Value or use lookup to 

select. 

Leave field blank to select values 

from the beginning 

To Chartfield Value 

Enter To Chartfield 

Value or use lookup to 

select. 

Leave field blank to select values 

to the end 
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Report Steps                                                                see screenshot below 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

In This Field/Link Action Notes 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List Select 

Select “Procurement 

Budgetary Activity” 

line 

To select the proper report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POS8001-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Run 

Ok 
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Run Control ID Page 

 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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VT PO Activity Report (VTPO8001) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists all active PO’s with related info and amounts budgeted, liquidated, vouchered and 

remaining. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > VT PO Budgetary Activity 

 

Navigation (Path) to the Query 

 

Reporting Tools > Query > Query Viewer 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run regularly, user should select a Run Control ID naming system that can 

be easily identified (e.g. Run_PO8001) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit GL 
Enter desired Business 

Unit 

Click on magnifying glass to 

lookup Business Unit 

Budget Date From 
Enter desired reporting 

from date 
Click on calendar to select date 

To 
Enter desired reporting 

to date 
Click on calendar to select date 

Remaining Amount 
Select operator and 

enter amount 

Choose operator from drop down 

and enter the amount desired 

PO Status 
Select operator and 

status 

Choose operator and desired PO 

Status from drop down 

Chartfield 
Enter Chartfield value 

to include in the report 

Click on magnifying glass to 

lookup Chartfield 

From Chartfield Value 
Enter from Chartfield 

value 
Leave blank to include all values 

To Chartfield Value 
Enter to Chartfield 

value 
Leave blank to include all values 

   
Click the plus or minus 

button 

Click the plus button if you want 

to include more than one 

Chartfield value; click the minus 

button to delete a Chartfield value 

selection 

 
Click the “Run” button Process Scheduler page loads 

Process List 
Check the select box 

for VTPO8001 
This should be the default 

Type Accept default Web 

Format Accept default SPF 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 
Ok 

Run 

javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$new$0$$0');
javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$delete$0$$0');
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Report Steps                                                                see screenshot below 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

 Note the Process Instance 

Number 

Navigate to Query 

Begins With: Type “VT_PO8001”  

 Click the Search Button 
A list of matching queries loads at 

the bottom of the page 

HTML or Excel Click the hyperlink  

Select either HTML or Excel for 

the desired output.  The query 

prompt page loads. 

Process Instance 

Type Process Instance 

noted from Process 

Monitor Page 

Click on magnifying glass to 

lookup Process Instance 

 Click the View Results 

Page 
The results appear 

 

 

 

Run Control ID Page 

 

 
 

 

View Results 

javascript:submitAction_win0(document.win0,'QRY_VIEWERS_WRK_QRYSEARCHBTN');
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Report Request Parameters Page 
 

 

 

 

Process Scheduler Request Page 
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Process Monitor Page 

 

 

 

Query Search Page 

 

 

 

Query Prompt Page 
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Example of Report Output 
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Requisition Reports 

 

REQ/RFQ Cross Reference (POY6100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides a cross-reference between requests for quotes and the requisitions created from 

those requests for quotes. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Purchasing > Requests for Quotes > Requisition/RFQ XRef Report 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY6100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or 

select date from pop-up 

calendar. 

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

select date from pop-up 

calendar. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Units. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY6100-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Requisition Budgetary Activity (POS8002) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides budgetary amount information for requisitions according to report request 

parameters. 

 

Type of Report 
 

SQR 

 

 

Navigation (Path) to the Report 
 

Purchasing > Purchase Orders > Reports > Req and PO Budgetary Activity 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POS8000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

*Business Unit 
Enter Business Unit or 

use lookup to select. 
An entry in this field is required.  

*Budget Date From 

Enter desired Budget 

Date From or use pop-

up calendar to select. 

Entry in these fields is required.  

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

*Budget Date To 

Enter desired Budget 

Date To or use pop-up 

calendar to select. 

Remaining Amount (Box 

1) 

Choose appropriate 

expression 
 

Remaining Amount (Box 

2) 

Enter the desired 

Remaining Amount 
 

Business Unit GL 
Enter Business Unit GL 

or use lookup to select. 

Leave Field blank to select all 

Business Unit GL’s. 

*Chartfield 
Enter Chartfield or use 

lookup to select. 

An entry in this field is required. 
To select more than one Chartfield 

click the + button at the end of the 

line. 

From Chartfield Value 

Enter From Chartfield 

Value or use lookup to 

select. 

Leave field blank to select values 

from the beginning 

To Chartfield Value 

Enter To Chartfield 

Value or use lookup to 

select. 

Leave field blank to select values 

to the end 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Run 
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Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Process List Select 

Select “Requisition 

Budgetary Activity” 

line 

To select the proper report. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POS8002-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Ok 
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Run Control ID Page 
 

 
 

 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Requisition Print (PORQ010) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides a hard copy of your requisitions sorted by requisition ID.  

 

You can print a single requisition or multiple requisitions. 

 

Type of Report 
 

SQR 

 

 

Navigation (Path) to the Report 
 

Purchasing > Requisitions > Reports > Print Requisition 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_PORQ010) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit 
Enter Business Unit or 

use lookup to select.   

Leave field blank to select all 

Business Units. 

Requisition ID 
Enter Requisition or 

use lookup to select. 

Leave field blank to select all 

Requisitions 

From Date 

Enter From Date or use 

pop-up calendar to 

select. 

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

use pop-up calendar to 

select. 

Requester Enter Requester  

Statuses To Include 

Check the appropriate 

Statuses to include and 

select whether you 

want Requisitions on 

hold or not. 

Check at least one status, however, 

you can select more that one. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

In This Field/Link Action Notes 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

PORQ010-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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Requisition to PO XREF (POY1100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides information about selected requisitions and the POs that have been created from 

them. 

 

Type of Report 
 

Crystal 

 

 

Navigation (Path) to the Report 
 

Purchasing > Requisitions > Reports > PO/Requisition Xref  
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_POY1100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

From Date 

Enter From Date or 

select from the pop-up 

calendar.   

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

select from the pop-up 

calendar. 

Business Unit 
Enter Business Unit or 

use lookup to select. 

Leave field blank to select all 

Business Units. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports. 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

POY1100-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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RFQ Dispatch/Print (PORFQ01) 

 

 
Report Information 

 

Purpose of the Report 

 

This report provides a hard copy of the request for quote. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Purchasing > Request for Quotes > Dispatch Quotes 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_PORFQ01) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit 
Enter Business Unit or 

use lookup to select.   

Leave field blank to select all 

Business units. 

RFQ ID 
Enter RFQ ID or use 

lookup to select. 

Leave field blank to select all 

RFQs.   

Vendor ID 
Enter Vendor ID or use 

lookup to select. 

Leave field blank to select all 

Vendors 

From Date 

Enter From Date or use 

pop-up calendar to 

select. 

 to display one day  - 

enter same date in both 

fields 

 to display a date range 

– enter beginning and 

end date 

 to display year to date – 

enter 07/01/YYYY and 

current date 

Through Date 

Enter Through Date or 

use pop-up calendar to 

select. 

Buyer 
Enter Buyer or use 

lookup to select. 

Leave field blank to select all 

Buyers. 

Fax Cover Page 
Enter Fax Cover Page 

or use lookup to select. 

Leave field blank to select all Fax 

Cover Pages. 

Miscellaneous Options 
Select desired 

Miscellaneous Options 

Select none, all or some of the 

options. 

Statuses to Include Select desired Statuses 
Select none, all or some of the 

options. 

Dispatch Methods to 

Include 

Select desired Dispatch 

Methods 

Select none, all or some of the 

options. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Select Box 
Click the box for the 

“PORFQ01” Process 
 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Run 
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Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

PORFQ01-#######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Ok 
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Run Control ID Page 

 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 

 

 



June 2016 Version 
  Page 138 of 145 

 

 

 

Process Detail Page 

 

 

 

View Log/Trace Page 
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Example of Report Output 
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VT Req Activity Report (VTPO8002) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists all active Req’s with related info and amounts budgeted, liquidated, purchased and 

remaining. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Purchasing > Requisitions > Reports > VT Req Budgetary Activity 

 

Navigation (Path) to the Query 

 

Reporting Tools > Query > Query Viewer 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run regularly, user should select a Run Control ID naming system that can 

be easily identified (e.g. Run_VTPO8002) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Business Unit GL 
Enter desired Business 

Unit 

Click on magnifying glass to 

lookup Business Unit 

Budget Date From 
Enter desired reporting 

from date 
Click on calendar to select date 

To 
Enter desired reporting 

to date 
Click on calendar to select date 

Remaining Amount 
Select operator and 

enter amount 

Choose operator from drop down 

and enter the amount desired 

Req Status 
Select operator and 

status 

Choose operator and desired 

Requisition Status from drop down 

Chartfield 
Enter Chartfield value 

to include in the report 

Click on magnifying glass to 

lookup Chartfield 

From Chartfield Value 
Enter from Chartfield 

value 
Leave blank to include all values 

   
Click the plus or minus 

button 

Click the plus button if you want 

to include more than one 

Chartfield value; click the minus 

button to delete a Chartfield value 

selection 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Process List 
Check the select box 

for VTPO8002 
This should be the default 

Type Accept default Web 

Format Accept default SPF 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 
Ok 

Run 

javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$new$0$$0');
javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$delete$0$$0');
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Report Steps                                                                see screenshot below 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

 Note the Process Instance 

Number 

Navigate to Query 

Begins With: Type “VT_PO8002”  

 Click the Search Button 
A list of matching queries loads at 

the bottom of the page 

HTML or Excel Click the hyperlink  

Select either HTML or Excel for 

the desired output.  The query 

prompt page loads. 

Process Instance 

Type Process Instance 

noted from Process 

Monitor Page 

Click on magnifying glass to 

lookup Process Instance 

 Click the View Results 

Page 
The results appear 

 

 

 

 

Run Control ID Page 

 

 
 

View Results 

javascript:submitAction_win0(document.win0,'QRY_VIEWERS_WRK_QRYSEARCHBTN');
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Report Request Parameters Page 
 

 

 

Process Scheduler Request Page 
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Process Monitor Page 

 

 

 

Query Search Page 
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Query Prompt Page 

 

 

 

Example of Report Output 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


